STATE ADMINISTRATIVE MANUAL

NUMBER:

MANAGEMENT MEMO

SUBJECT: DATE ISSUED:

TRAVEL AGENCY AGREEMENT JUNE 07, 2002

EXPIRES: JUNE 30, 2003

REFERENCES: ISSUING AGENCY:
DEPARTMENT OF GENERAL SERVICES

SUPERSEDES MANAGEMENT MEMO 01-11

This Management Memo announces the state’s agreement with authorized travel agencies effective
July 1, 2002, through June 30, 2003. The agreement permits travel agencies to charge a one-time
ticketing fee for their services. This ticketing fee replaces the current management fee or services fee.

The Department of General Services, administers the Travel Agency Request for Qualification, and has
set a maximum ticketing fee in the amount of $25.00 for domestic travel and $100.00 for international
travel. The ticketing fee consists of a one-time per ticket fee including, but not limited to processing,
canceling, changes/exchanges, and ticket delivery. The travel agency cannot charge the state any
other fees. This ticketing fee must be billed through the American Express Business Travel Account
(BTA) at the time of ticket purchase.

To facilitate services under this program, each state entity should complete a Standard 213 with a
selected authorized travel agency from the qualified agency list which is attached. These contracts are
exempt from bidding if they are entered into pursuant to the terms of this Management Memo. The
Standard 213 agreement must include the following:

Maximum ticketing fee not to exceed $25.00 domestic or $100.00 internationai.
Request for Qualification RFQ DGS OFA TA 02 dated July 1, 2002, to June 30, 2003.
Contractor Name: travel agency, address and projected cost for services.

Payee Name: American Express and payment address.

30 — day cancellation provision or negotiated timeframe with your travel agency.

It is each state department’s responsibility to pay their BTA in full each month. [f there are reconciliation
issues, it is the responsibility of the department to assemble the details and make adjustments with the
travel agency as soon as they are discovered. |t is also recommended that each state department
evaluate essential needs and negotiate with their travel agency to provide only necessary services to
maintain a reasonable ticketing fee for their service.

For a detailed text of the contract, view the Office of Fleet Administration’s website at
www.ofa.dgs.ca.gov. If you need additional information or assistance, please contact Donna Carey,
Statewide Travel Program Administrator, Department of General Services, Office of Fleet
Administration, 802 Q Street, CA 95814, (916) 327-2068, facsimile (916) 327-1159 or

don arey@dgs.ca.gov.

, Interim Direc
Department of General Services

CH:DV:DC

Attachment
STATE of CALIFORNIA
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